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Rescheduling and Cancelling an Appointment in EEM

If a user needs to reschedule or cancel an appointment in EEM, they must follow the steps below.
Appointments that are rescheduled or cancelled more than 24 hours in advanced, will not receive a
Supplier Scorecard Violation.

To Cancel an Appointment:

1. The user will login and navigate to the Appointments user interface.

2. The user will search for an appointment ID or pick from the scheduled list.

Actions *

Tools * ‘

b ‘ Quick filterv

Appointment:* 2 Suggested start date/time:* From |Today v|m TU‘Ne)d Week v‘m

M4l _J» M @ Displaying 1 - 19 of 19 (0 selected)

(W & Q 3 Business Carrier | Appointment Suggested Start Appointment Appointment | Shipment Purchase Order | ASN

Partner ID Date/Time Type Status
O E 4192 ABCL 55011498 5/26/21 08:00 Live Unload Scheduled PO0D0000326 \
O F 4192 ABCL 55011520 5/27/21 08:00 Live Unload Scheduled PO0O00000335 \

3. The user will select the check box associated to the desired appointment. Then select Edit.

H 4| bkl @ Displaying 1 - 7 of 7 (1 selected)
] & @ A carier  Appointment Suggested Start
18] Date/Time
| - ABCL 55011493 5/26/21 08:00
O a4 ABCL 55011520 5/27/21 08:00
O 2 EXLA 55011432 5/27/21 0900
O a3 ABCL 55011494 5/27/21 0%:30
O 3 ABCL 55011518 5/27/21 10:00
O a4 ABCL 55011522 5/28/21 08:00
O a ABCL 55011524 5/28/21 0900
(nda] Approve [ [Chock ] Rt Emi]

4. The user will navigate to additional details tab.

aa approe e | rec i Rjc et
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5. The user will scroll down and check the cancel box. After checking the cancel box, the user will
select the reason code as “Cancel Appointment”.

Canceled: Cancel reason code: | Cancel Appointment v

6. Click Save. When the Appointment Ul screen is refreshed, the appointment has now been
changed to a Canceled status.

Cotnior | Canc it Recormend T St [ Sove

O & © A carier Appointment Suggested Start Appointment Appointment
D Date/Time Type Status
O 4 TNQ 5/27/21 08:00 Live Unload Canceled

7. The Appointment has now been canceled.
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To Reschedule an Appointment:

Users may choose to reschedule an appointment rather than cancel the entire appointment.
Rescheduling an appointment will keep all of the same information on the appointment (Appointment
ID, business partner, carrier, Purchase Order, etc.). The only thing that will change when an appointment
is rescheduled is the date and time.

1. The user will login and navigate to the Appointments user interface.

2. The user will search for an appointment ID or pick from the scheduled list.

Actions *

Tools * ‘

b ‘ Quick filterv

Appointment:* 2 Suggested start date/time:* From [Today v | ToNext Week v | B

WAl _J»w @ Displaying 1 - 19 of 19 (0 selected)

(W & Q 3 Business Carrier | Appointment Suggested Start Appointment Appointment | Shipment Purchase Order | ASN

Partner ID Date/Time Type Status
O E 4192 ABCL 55011498 5/26/21 08:00 Live Unload Scheduled PO0D0000326 \
O ' 4192 ABCL 55011520 5/27/21 08:00 Live Unload Scheduled PO0O00000335 \

3. The user will select the check box associated to the desired appointment. Then select Edit.

H 4| b bl @ Displaying 1 - 7 of 7 (1 selected)
O & @ A camier  appsintment Suggested Start
[s] Date/Time
| - ABCL E5011498 5/26/21 08:00
] ! ABCL 55011520 5/27/21 08:00
O 2 EXLA 55011432 5/27/21 0%00
O - ABCL 55011494 5/27/21 0%:30
O 3 ABCL 55011518 5/27/21 10:00
O F § ABCL 55011522 5/28/21 08:00
O 4 ABCL 55011524 5/28/21 0900
(nda [ Approve [ Chck i ject] Ema]

4. The user will navigate to Appointment Details tab.
(| approve [ et nai
Appointment Details Appointment Objects Slot Details Dock Details

5. The user clicks on the calendar icon next to “Suggested start date/time”
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v Appointment Details Appointment Objects E
Facility:* VABCFACILITY P
Suggested start date/time:* |5/26/21 08:00
Appointment type:* Live Unload v
Appointment ID: 55011498
Carrier: ABCL P
Business partner: 4192 pol
Equipment code: B3FT P

6. The user will select the date in which they would like to reschedule the appointment.

7 June, 2021 x
*, <,| Today | =
wk [5un Mon Tue Wed Thu Fri Sat
21 1 2 3 4 5
22| & 7 8 9 1011 12
23113 14 15 16 17 18 19
241 20 21 22 23 24 35 IE
25| 27 28 2% 30
Time: :

Select Time

7. Once the new date has been selected on the calendar, click Recommend Time Slots for the EEM
system to recommend available time slots for this appointment based on the estimated delivery
date.

| Voot | Recommend Tme St | sove
8. Ifatime is not available on the date you selected, you will receive an error message saying “No

slot capacity available”. If you receive this message, please choose another appointment day.
Once you have chosen the start time and end time of the appointment, click select.

®

)

Start-Time:4/20/21 12:30 Departure-Time:4/20/21 13:30 Appointment Slots:Dock - able
Start-Time:4/20/21 12:15 Departure-Time:4/20/21 13:15 Appointment Slots:Dock - able
Start-Time:4/20/21 12:00 Departure-Time:4/20/21 13:00 Appointment Slots:Dock - able

()

9. Click Save. The appointment suggested start date/time has now been rescheduled.



